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Section A 
ACADEMIC FREEDOM 



\Academic freedom is an iritegral ^art of the life of Rollins. 
The Board of Trustees has formally endorsed the statement of 
principles set forth by the American Association of University 
Professors in 1940, and th6 President has stated that Rollins* 
policy is in full accord with this statement. It reads as follows: 

a! The teacher is entitled to full freedom in research 
and in the publication of results, subject to the 
adequate performance' of "his other academic duties; 
but research for pecuniary return should be abased 
upon an understanding with th^' authori ties of the 
institution. . ^ 

b. The teacher is entitled to freedom in the classroom 
in discussing his subject , -but he should be careful 
hot to introduc^ into his teaching controversial 
matter which has no relation to this subject. Limita- 
tions of academic freedom because of r,eligious or 
other aim's of the institution should be ^clearly 
stated in writing at the time cif the- appointment . 

c. The college or university teaciier is a titizen, a 
member of a learned professionl and an officer of 

an educational institution. Wmen he speaks or writes 
as a citizen, he should be f ree^ f rom institutional 
censorship or discipline, but his special position 
in the conimuni ty imposes special obi igat: ions . As 
a man of learning and an educational officer, he should 
V remember that the public may judge his profession 
and his inatitution by Jii«^tterances , Rence he 
should at all times be accurate, should exercise 
appropriate restraint, should show respect for the 
' j ©pinians of others^ and should make every effort 

to iafficate that he is not an institutional spokes- 



man . 
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College Pplicy on Political ActivCty ! \ 
(Approved by the Board of Trustees, October 17,| 1970)' 



1. (^Rollins College is a community of scholars engaged in evaluating, 

communicating, preserving and enlarging mankind's store of knowl- 
edge* 

2. It is contrary to the purposes and interest of an educational 
institution to permit itself to be used as an instrument of 
political aclsion. By i'ts nature, the college shelters and pre- 
sents ia diversity of opinions. Furthermore, its freedom from 
political control rests on the assumption of its social and v 
poli tical ob jectivi ty 

3. Rollins College recognizes and cherishes the right 9f dissent 
by individual members of the community as one of the fundament 
democratic freedoms. 

. ' 

4. In exercising his right of protest, the individual member of the 
Rolliijs community must always bear in mind his special respon- 
sibility to the institution: 

a) For faculty members, these obligations are set forth in y 
the 1951 statement on Academic -Freedom issued by the /' 
American Association of Universi ty Prof essors , and ar^ 
adhered to by this College. ' (See page A-1 above) 

b) Students enjoy equal rights as citizeijs, and therefore* 
equal obligations to, make it clear that they speak for 
themselves and not for the institution, and to speak and 

act responsibly at all times. ' ^ 

5. Freedom from disorder is essential to the right of dissent. ' 
Rollins College welcomes peaceful and orderly protest, but it . 
will nqt tolerate interference with the rights of others, 
obstruction of normal activities, threats of coercion, violence, 
or destruction of property. 

6. Normal academic scheduf??^wil 1 not be suspended excep,t for* reason- 
able cause as determined , by the President or his designated 
representative, after consultation with the .Rollins community. 
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Section B ' 

oWanization of the community government . 

" . • IP 

The College Legislature 

The College Legislature is the legislative body of the Community 
Government and coasists of faculty, administration, alumnae and 
students. All teaching members of the faculty are members of the 
legislature. Administrative personnel whose membership the President 
deems essential to the fulfillment of their duties shall be thembers 
of the legislature. Two members of the Alunlnae Associatioft desigf 
nated by the Association are members. And students comprise 25 pef 
cent of the total membership selected in a manner determined by the 
Student Go/^ernment Association. Other citizens of this community, 
although/^not members of the legislature, may speak in the legislature. 

^■<£he principal responsibility of the College Legislature is the 
formulation and implementation of acldemic policy. The College 
i>egislature discharges this responsibility under the authority of 
the Board gf Trustees. Majpr changes in academic policy initiated 
byN the College Legislature requ^.re the concurrence of the Board. In 
l^q^her matters legialative actidd is final althqugh sti-bject to review 
by the Board. In ful f iLtTiren^\of these general responsibilities and 
subject always to revifi^ by tj|e Board^, the College Legislature pre- 
scribes requitemenfc-^ror admission, courses of study, conditions for 
graduation, and procedures for the cbnduct of academic work and for 
the«support and encouragement of tlr^e religious life of the College. 
It may also establish regulations ^governing student activities, in-v. ^ 
^eluding publications, athletics, and student organizations. 

1^ The President, and in his absence, the I?ean, presides at meet- 
ings of^hp Legislature. 

Detailed agenda, including motions to be m^de by committees and 
motions toi be entertained as new business, are circulated to the 
legislature and posted for the non-voting members of. the community 
at /least three full Reaching days prior to the day of the Legislative 
mG(eting. Matters not on the agenda may be considered by two- thirds 
/ote of the membership of the College Legislature present and voting. 

The Faculty 

The Faculty consists of Professors, Associate Professors, 
Assistant Ptofessorjs,, Instructors, Lecturers, as well as the President, 
the Deans^^ and those members of the Administration for whom in the 
judgment (s>f the President faculty status is necessary to their work. 
All members of the faculty, including visiting faculty members who 
carry teaching duties for as much as a term, have the privilege of 
voting at faculty meetings*. The President of the College may invite 
other members of the College community to attend facul tyjueetings 
and to participate in the discussions « 
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The Faculty^ alone approvev the awarding of degrees and may meet':- 
at its discretiorNlLO-'tlrscus^-^ of specific interest to the 

faculty an,(^ for the ce^ideration of resolutions. 

The .Ptesideftt,\andj in his absence, the Dean, presides at meet- 
ings of the Faculty. 

Roberts Rules of Order govern proceedings in faculty meetings 
except where the by-laws of the faculty provide otherwise. 



Faculty Committees 



y 




. Much of the administrative work and policymaking responsibil- 
ities of the Community Goverment is initially, undertaken by com- 
mittees. Committees act in the name of and are responsible to the 
College Legislature, possessing only suqh powers as are laid down 
in the articles of government of the College or specifically assigned 
by the College Legislature. Exceptions to this general rule are those 
committees which are Specifically responsible to the faculty or to 
the Student Governement Association. 

The President is a member ex- of ficio of all Collegfe committees 
except the CommiKee on; Conference with the Trustees. Standing 
Committees of* the Community Government are listed below. Their cur- 
rent membership will be ^found in the Catalogue or in the Holljns 
dex. i . . 

1 . Committee on Academic Policy 

a. Function: ^ 

(1) To consider matters of general -educational 
policy and to make recommendations to the 
faculty. 

(2) To recoramend to the President p0ssible ex- 
tensions-of academic work, establishment 
of new departments, essential, changes in 
existing departments , and relations among 
departments . 

(3) To recommend to the faculty the introduction 
pf new courses and extensive revisions of 
existing courses. 

b. Composition: The Dean of the College, as chai-rman, 
the Associate Dean for Student Academic Affairs, . n 
two members of the faculty from eaah .Division chosen 
by Divisions, three members of the fajculty elected 
at large, and seven students chosen as determined 
by the Student 'Ovcrnmcnt . Association!. 
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c. Terms of elected faculty , members : . Three years, | 
overlapping terms, ^ No elected member may seirve 
more than two consecutive terms. The member 
must have been in service at HollinS one fulL> 
academic year at the time of his selection. \^ 

2, Copimittee Advisory to the President \ 

a. Functio^n: To serve as liaison between the faculty 
and students, on the one hand, and t'he adminis- 
tration on the other and between faculty and 
students; to advise the president on college 
policy concerning the College budget, planning., 
faculty personnel matters, student affairs,j? and 
any other matters affecting the College; to 
convey concerns of the community to the admin- 
istration and vice versa; and to report to the 
conununity whenever necessary and at least once 

a year on matters which it has discussed with 
the administration, Th&>^Commi ttee meet^' at 
least twice^ach academic\ year . Meetings may 
be called, by the President ^ by the Chairma.u ^ 
df the Committee who i^"ei^ecte?i by the Committee 
from among its members. 

The faculty and student groups may meet separately 
when they desire but each shall so notify the 
other, and the President may call either group 
separately but shall so notify tlttr- other. 

The faculty members who are on tenure shall 
alone a'dvise the President on specific questions 
of tenure and appointment. , 

b. Composition: Five tenured teaching members of 
the faculty with the representative from each 
^division chosen by the entire faculty by prefer- 
ential ballot and three non-tenured teaching 
members from different divisions chosen by the 
non- te'fiured faculty by preferential ballot. .The 
eiglvc student members arc choden as determined 
by, the Student Government Association. 

/■ 

/ 

Members of the Academic Policy Cumndttee are 
eligible to be elected to this commit tee . 
Faculty who teach half-time or more and who 
■y hold instructor or professorial rank are eligi- 
\ ble to vote in the election of the faculty 

members. 

c. Term: The term of the faculty members is for* 
twp years. No faculty mimber may serve consecu- 
tively more than two, terms on tills committee. 
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i A no tenured representative who becomes 

|, ' tenured while serving on this commitfe^e re-,' 

I signg and a replacement is elected by the non- 

tenured faculty to fill out his' term of office. 
Faculty expected to go on leave during a term . 
of office are ineligible to election to the 
Committee for that term. 

* 

3 . Committee on , Conferences with the Trustees 

a. Function: To promote mutual understanding and 
cooperation between the faculty and the Board 
of Trustee^, and, to that 'end/ to consider 
questions of an educational character or any 
other questions affecting the general welfare 
of the College. 

b. Cpmposi'tion: Two faculty members each from the 
Committee Advisory to the President and the 

^ Committee on Academic Policy designated by the 

respective committees . 

c. Term: There is no specified term of office. 
The Graduate Council 

a. Function: To supervise the administration of 
the gra^A^^M^ programs including the admission 
of 'students , Che reconunendat;ion of candidates 

for graduate degrees, and general educational D 
policy bearing on present or proposed graduate 
programs . 

b. Composition: The Dean of the College, as chairman, 
the chairben of departments offering gi^aduate 
programs Leading .to the degree of mast;er of arts, 
the chairiian of the department of statistics, and 

Q three members of the Committee on Academic Policy 
designatecl by that Committee. 

5 . • Committee on Committees 

a. Function: The G'ommittee shall consider policies 
relating td^ the committee structure of the College. 
The faculty members of the Committee nominate the 

•faculty members of the committees of 'the College. 
The ^tudent members nomypts^ the student members 
of the committees of ^^Tlie CoH^ge and supervise 
elections of the ySTt*d^^a^-^embe^s of the College 
Legislature . j \ 

b. Composition: 'FLve mqmbors if the faculty and five 
studefits. The five members of the faculty must be 
of prof essorlal ra^k an\l have been at Hollins for 
at least three years. / 

• : i 

/ 
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c. Term; ; The term of the faculty members is two 
years, Overlapping, The term of thfe student 
' member^ , is as determined by the Student Govern- 
ment Association, * 

6 . Committee on Admissloj:^ 

a. Function: To consider undergraduate candidates 
for admissiyOn to the College, to exercise general 

.avetsight of the pol icies necessary for that pur^ 
pose, and to advise the Admissflo'a Office on 
matters relating to recruitmenjt of applicants. 

Individual ca^es shall be considered only by the 
faculty members, of the Committee. 

b. Composition: The Director of Admission as chair- 
man, the Dean of the College, the Associate Dean 
for Student Academic Affairs, two teaching mem- 
bers of the facplty appointed by the President , two 
teaching inembers of the faculty elected by the 
faculty and four students designated in a manner 
determined b*y the student members of the Committee 
on Committees . 

c. T(^rm: For elected faculty members, three years, 
overlapping, 

7 - Committee on Faculty Resiearch and Travel Fund 

a. Function: To administer the Faculty Research and 
Travel Fund provided in the College budget and to 
make grants for these purposes, 

b. Composition: Four teaching members of the faculty 
of professorial rank, one from each division. 
Designates own chairman,^ 

c. Term: Two years, overlapptyig ,, 
8, Committee on the Constitution 

a. Function: To keep in current condition the 
articles oj^ government , the lists of standing com- 
mittees o£\ the community , and me rules and by- 
laws of the legislature, / 

b. Compositiotni Three members of the faculty and 
three member^ of the student body. The cOpnitte^ 
chooses Its chairman, 

c. Term: For che laculty members , three years, 
overlapping i 
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9 . .Committee on the Library 



a. Function: To serve as liaison between the com- 
munity, and the library staff, to consider and 
recommend to ^he library staff policies,, as they . 
pertain to the academic work of the College, and 
to apportion among the several departments appro- 
priations for books and periodicals^;. 

h. Composition; The Librarian as chairman, the Dean 
^of the College (ex officio), the Assistant Librarian 
four ' teaching member of the faculty, one irora each 
division , and four students . * 

c. Term:' Faculty members, two years, overlapping. 

10. The Committee on Religious Life (Joint Faculty - Student ) 

Bttrfiction: To consider all phases of the religious > 
lite of the College, to advise the President and 
to work with the Chaplain in developing the Chapel 
programs, and to serve as a channel of communication 
betweerj the faculty and the student religious lead- 
ership. 

Composition (faculty)L: the Chaplain (ex officio), 
the orgapist-choirmaster (ex officio), a member of 
the administration designated by the Pres ident , and 
f ive^teachihg members of the "faculty. 

Term: ^Fatuity members, two -years , overlapping. 

1 1 . Committee on Scholarships and Student Aid 

a. Function: To receive and consjWer applications for 
scholarships and student aidX and after consultation 
with heads of departments arid faculty members who 
know the applicants, to mal/e awards; to oversee 
policies in this regard. 

Composition: The Dean of the College as^^iairman, 
the Director of Admission, the Associate Deaft-fpr 
Student Life, three teaching members of the fac 
and three students . 

c. Term: Faculty members, three y^fears, overlapping. 
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Or^ganizatilc^n of 
Departments - and SDlvisieas 



Duties of Departmental Chairmen 



The chairman shall be the executive officer of his department 
and is charged with carrying out the policies of the departm^t as 
veil as thosre of the faculty and the College. He shall beV^spon- 
sible for (a) the administration, correspondence and record^ both', 
curricular and personnel of the department; (b) the program^ of in- 
dividual department members and their course assignments; and (c) ^. 
the general s^upervision of the department, especially the observa- 
tion and guidance of jnfiembers of the instructional staff. 

The chairman shall have authority to initiate both action and 
policy recommendations concerning departmei^tal affairs. He shall 
preside at meetings of his department. He shall represent 'fhe de- 
par'tment before the faculty and administration. He shall prepare 
annually the ten^jative 'departmental budget and shall transmit it to 
the •Presidgjjt through tfie Dean.of the College. , % 

The chairman, of the depirfmerit bears the respoasibility for 
recommending to the.administ.r'ation additions to or changes in "his 
departmental staff; if these are ap^f^roved he will make recommenda- 
"t-ions to- the faculty, accompanied py a full description of the 
.candidate's qualifications. The chairman is also responsible for 
recommending members of his department for leaves of abs6nce^ for 
reappointment or for promotion. Every such "recommendation will be 
accomparnied by a^ full report in, writing on the candidate's qualifi- 
cations in terms' of the criteria Listed in the sections of this 
handbook dealing with Appointment and Tenure, and Ljaaves of Absence. 

Appointment of Departmental Chairmen 

Chairmen of departments are appointed by the President. Oj/di- - 
nariiy only full-time faculty members holding the rank of professor 
or associate professor will- be eligible for appointment to the 
chairmanship. In making appointments, the President will give due 
consideration to the recommendation of the members of a department, 
which may be presented to him in writing collectively or individually 
if faculty members so desire. ^ 

Appointments to departmental chairmanships are normall// made 
for a term of three years. An interruption of tenure becatise of> a 
leave of absence or protracted disability requiring the ap^pointment • 
of an acting chairman will be considered terminal and reappointment 
will be on a term basis. Appointments may be e^nded befor^ the ex- 
piration of the term at^ the discretion of the President. 

Appointment of acting departmental chairmen will follow the- 
procedures outlined above and will be made on an annual basis. ^ 
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Dufies' of Divisional Chairmen . * 

The chairman shall be the executive officer of the Division 
and shall advise. tfte President og matters concerning divisional 
policies and personnel. He shall be responsible for the adminis- 
trative work of the Division and shall preside at meetings of the 
Division. He' shall represeofe^Tlve Division before the faculty and 
the administration. He shall prel3«s6s^he t^^ntative divisional 
budget, ifv one. is needed, and transmit it to the -President througlT 
the Dean of the College. ^ ' . ' / ' 



Appointment of Divisional Cjhai rmen 



: .'Chairmen of Divisions aire appointed .by the Preside^at normally 
ofor a term of three years. There is no restriction on the numbOT 
o^Nt;erms to which a chairman may be appoinbed.N. In makin?g appoint- 
ment s>n the President will consider t^J^e written recommendations of 
members^xa^ the Division. Ordinarily, only full-ttime faculty members 
with the r^>i^ of professor or associate professoT. will be eligible 
for the chairmanship. Appointments may -be endera before the expira- 
. tlon of the t^rm at. the discretibn of the JLcg^deht. Appointment . 
of acting divisioh^l chairmen will follow^ the procedures T)utlined ^ 
above and wilfl be'jnM« on an annual bassLs/l \ " 




\ , " Section C 

APPOINTMENTS, PROMOTIONS ANl5 TENURE 

9 ... 

./ The College's policies on faculty employment, promotion 
tenure, and privileges aris^^JEjP^m its basic purpose as a college 
of liberal arts. In general this is the, pursuit 6f truth and of 
excellence, Specifically, it obliges the faculty, on tiie one - 
hand, to make its own qontributious , severally or collectively, 
to the preseirvation andv^enJ.ar-gement^of :ijiaAkyi^^ common store 
of knowledge, and. on the o^ther,^^to impatt it* to successive - 
generations of the College's students. It is understood that 
every person receiving appointment to the faculty of Hollins 
College accepts and supports the statement of the College's pur- 
poses passed by the faculty in 1963 and printed in the Catalogue . 



Primary Criteria- Governing Appointment and Promotion 

The primary. 'considerations bearing on the decision to appoi 
or promote a member of the faculty are as fallows: 

1. Teaching . T^he most importasnt responsibility of a 
member of the HaJLlins College faculty is good 
teaching. To discharge this responsibility the 
faculty tnember must be able by precept and ejcample, 
both in and out of. ^the classroom, to arouse the 
intellectual curiosity of the students, to transmit 
knowledge to theni, and to assist them in developing 
skill and mastery of their subject matter. Popular-* 
ity with students is not necessarily the criterion 

of good teaching; the teacher ' s performance will also 
be measured by the observations of his colleagues 
* and of the senior membets of .,his deparfment , by 

general reports received by officers or the adminis- 
tration and by the performance of his students both 
while they, are at Hollins and afteirwards. 

2. Scholarship . Faculty members are also expected to 
show scholarly promise and performance. This is 
so not only because the purposes of the College 
include the advancemerit of knowledge but also be- 
cause sound scholarship is the most importatj^t *< 

\ - ■ ^ foundation of sound teaching. Scholarly *researqh 
jarid publication . provide an objective measure v 
that continuing intellectual vigor and grow^JroR/hi^ 
*are the basis of excellence in teraching; JmeJ^o](lege 




will;- hof^javeA not ignore othei^ievidence of such 
qujklitj^s J ^among which ^re included a faculty, 
member's yctivit^ standing^»i,n professixDnal 

S(ajefetVe^.and other professi'onal endeavors, any 
ecial recognition granted him by^his peerp and 
he quality of H.ndividual performance in the 
ine arts ok in other fields where there is a 
relationship between performance . and professional 
development. ' . . ^ 



0t^er Considerations Influencing Appointment and Promotion 




excellence in a faculty member often manifests itself in ^ 
spheres outside strictly academic or professional pursui^ts. The 
following considerations, while not decisive, have;^ some .weight 
ib appointment and promotion of facuflty members when they are ' ' 
relefvant. . r ■ • ^ 

Service to the College . The effective operati\pn of the^ 
College requires, that faculty memb^s participate^s asj, 
fully as possible in its ^jdministration. Outstanding 
service by faculty members on this score will therefore 
be c 00*3 ide red/ 

Community Service . Faculty activity outside the 
College community c.an contribute to the strength both 
of the community and tha College ,^and can cement good 
relajiions between the two. Such service on t^e part 
of faculty membets will be given due weigl;i.t in appoint-, 
ment and .promotion. " / . ' 



^' The Departmental Situation . The ; possibili ty of 
appointment or promotion to a given rank is con-^^ 
ditioned by the grouping, of ranks within an^ given 
department and by the* pattern of distribution of 
rank ii^^ftrhe faculty as a whole. Promoti'on and 
tenure • therefore <will .depend not only^on the qualifi- 
cations ^of the individual but also to some extent 
on the availability of professional pQSts at any 
given time . . " * ^ - 

Qualifications for Appointment or Pron?otion to Specific Posts 

Instructor ! Appointment to the rank of Instructor assumes 
the completion 'of or substantial progress toward the Ph.D. , or 
its equivalent. It also reqai res' evidenc^of promise in teaching 
and in scholarship. Appointments iti this rank are for terms of^ 
one year. Normally a* person may serve no more than four years as 



an iijbtructor. 

AssiXa^nt ; PrGfessor > Appointment to the rank of Assista^ 
Professor requires 'a record of successful teaching and profession- 
al activity at Holllns oj: elsewhere and evidence of promise/beyond 
that ordinarily attained by an Instructor, Such appointmeints are 
for terms of two years unless otherwise specified. Usually a 
faculty member may serve in this rank no more khan three te.rms. 
Under some circumstances, however,;. the President^ may reconUend 
appoijitment in this rank for another term or with tenure. [ 

Associate Professor . " Appointment to the. rank of AssoOd.ate 
Professor from within the faculty caryies tenure unless otherwise 
specified. Such appointment recjuires a 'substantial record 6f 
achievement both in teaching and in other prof essional^.act/vi ties . 
Appointments to this rank from without the Col|.ege n^^rmally Xre 
made for a term not exceeding three years. In such cases reap^oiijt 
ment will usual ly^b.e ma:de with tenure. . 

. ' '* • ■ ■ / 

Professor . Appointment to the rank of Professclf is^with 
tenure unless otherwise ^specified . Such appointment is reserved 
for outstanding scholars and teachers who have received recjog- . 
nition iti fheir professional iields. 

■. > ' 

-L&ctia^er . Appointment, to the position of Lecturer is made 
at the discretibn of the President. 

* ■ ^ Faculty Contract o , 

A letter from the President containing the terms of appoint- 
ment is ordinarily, sent to each member of th,^ faculty shortly 
after the February meeting of the Bpard of Trustees. Factilty 
members are expected to --accept the app^^ointment in writing to the 
President.within f if teen vdays . Ttiese letters constitute the con- 
tract between the faculty member and the College under the general 
rules to be found fn the Articles of Government of the College.! 



TemurtatiQiri of Appointment 

After their first year at Holltns College members of the 
faculty who are not to be reappointed at the expiration of theit 
tenns will be notified by the President not later than 15 December 
of the last" year of their terms. Those in their first year at the 
College will be so, notified by 1 February. ^ Faculty .members who 
do not expect to accept reappointment at the College should notify 
the President of this fact as early as possible, but in no case 
later than 1 February. In the termination- of appointments of 
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persons hoidir)ig tenure or of persons whose appointments are t 
n^ted before ^he expiration of their terrtis, where the principals 
^are^'not itit accord on the matter, 'the policy of the College follow 
the rej:omjiiendations contained in the Statement of Principles on 
Academic IPreedom and Tenure (1940) of the American Association'^of 
Universitiy Professors . 



Departmental and Divisional Chal-men , 



Duties (i)f Djepartmental Chairmen 



Thjb chairman shall be the '^ex'ecutive officer of bis department 
^^a4d is Ichatged with carrying out the policies of the department as 
viell ad those Of the faculty. and the>College. He shall be respon- 
sible for (a) the administration, correspondence and records both 
curricular and personnel of the department; (b) the programs of 
indivipual department members and their coW^e'^ assignments ; .and 
(c) .tUe general supervision of the department, especially the 
obsin/ation and guidance of members of ±he\instructional staff. 

' - \ ' , 

The Chaii;man shall have authority bUi^nitiate. both action and 
policy, reeommendatiohs concerning departmental affairs. He shall 
preside at meetings of his department. He shall r:epresent the 
department before the faculty afid .administration, lle^sh^ll prepare 
annually the tentative depkrtment^al^udgetyand shall transmit it 
to the President/ through the Dekn of th^C^illege. • . 



The chAirm^ 
re commend i 
department 
da t ions to the 



m to 
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n of the department bears t^ responsibility for^^^ 
e administration additions \o or changes in his 
f\^if these are approved he wrll make recommen- ; 
ent on persons to be considhs^fed for appoint- 
ment to the faculty, ^^ompanied by a full description o£ the J . 
candidate's qualificatio^. The chairman is also responsible /or 
recommending members of hi\^department for leaves of /amence,/for 
reappointment or for promo tibi;i* Every such recommendatian will 
be accompanied by a full r:eporVsln writing on ,the^ candi^^ 
qualifications in terms of the cr^eria listed in the sections of 
this handbook dealing with Appointm^t and Tenure, and Leaves of 
Absence. ^ * 



Appointment of Departmental Chairman ' * . 

Chairmen af departments are appointed by the President. 
Ordinarily only full- time faculty members holding the Vank of 
professor or associate professor will be eligibly for appointment 
to the chairmanship. In making appointments, the President.*will 
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give due consideration to the recommendation of the membei^s of a 
department, which may be presented to him in writing collectively 
or individually if faculty members so desire. 

Appointmeiats to departmental chairmanships are normally made 
for a term of three years. An interruption of tenure because of 
a leave of ab^ebce or protracted disability requilring the appoint- 
ment of an acting chairman will be considered terminal and 
re-appointment^' will be on a term basis. Appointments may be 
ended before the expiration of the terfti at the discretion of th^ 
President . 

Appointment of acting departmental chairmen will follow the 
procedures outlined above and -will be made on an annual basis. 

Appointment of Divisional Chairmen 

Procedures for the a'p*pointment of Divisional Chairmen are 
the same as^J^htfse for appointment . of departmental chairmen, / 




Section D 



RESPONSIBILITIES OF THE FACULTY 

4 
» 

The responsibilities of a faculty member arise from the 
College's purposes as an institution of higher learning. Class- 
room teaching i-s^nly one of these responsibilities, although 
the- most important one. In addition, a faculty member' is 
obligated to maintain and advance his professional standing and 
to discharge such other duties, including administrative ones, 
as are appropriate to his rank and position. In a word, the 
faculty member in both his professional and his personal perform- 
ance" is expected to display the high standards for which the 
College stands and'^hlch it *attem[pts to impart to its students.. 

I ' ' • 

The academic year, at Rollins rutxs for nine months only, but 
/each member of the faculty is cons ideF^ nevertheless to have a 
(full-time obligation to the College. "\ti^expected therefore 
that he will devote himself during th6|'suiiimer^''^^]^nth either to 
some program of research or instruetdpn at the CMlege *|6r else- 
where or to some othej: activity calcM«lated to imprO^e his 
professional and scholarly competer^c^. The means by which this 
may be done are, of course, a matter for the individual to decide 
for himself. 



' Outside Employment 

It is under-stood that faculty members may undertake p*aid 
employment outside the College, such as occasional consulting 
appointmen^ts and service to pro,^essional societies or groups,^ and 
the College encourages such g^etivities. They must, however, at 
all times, be consistent wi<^h the faculty member's obligation to 
the College and should mdreoVB^ be such as clearly to contribute 
to or reflect his scholarly and professional standing. All out- 
pide remunerative emplo3mient undertaken during* the academic year 
s^hould be reported to the Dean of the College. It is understood 
that no faculty member will accept oTjtside teaching duties during 
the academic year without the approval o£ the chairman of the 
department involved and the Dean. Any -arrangement by a faculty 
member to do work for ah outside employer which involves substanial 
use of the College' s .facilities must be approved by the President. 
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Absence from Class 

A ^faculty member who finds it necessary to absent himself 
from a scheduled class is expected to report this fact in advance 
to his chairman and to the Dean of the College and to detail the 
arrangements he has made for^carrying on classwork in his /ab&ence. 



Attendance at College Functions 

Members of the faculty are expected to ^'ttend all faculty 
meetings , Convocation at the opening of College, the Founder's 
Day Convocation and Commencement, Absence from Commencement- 
must be approved by the Dean. 

Academic dress will be worn at the opening convocation, thl^ 
Founder's Day ceremony and Commencement. Faculty members who dc^ 
hot own their academic dress may purchase or rent it from the 
College Bookstore. Such arrangements should be made a week in> 
advance. 



Eacji member d£ the faculty Is expected to be .pre&*enJ:^urlng 
reading periods^, and examinations 'for as long as College duties 
require this attention. Office hours should be observed during 
these periods and the' Dean must be notified if any member of the 
faculty intends to be absent during them. 



Course Ou 1 1 i n e s > and Examinations 

Faculty memib e r s are e xp e c t e d to s ubmi t two c o^p i e s of an 
outline for feach of theiTt courses along with a reading list to 
the Dean of the College at the beginning of each semester. 
Similarly, two copiers of all final examinations should be deposited 
in the Dean*^ office. One copy will be filed in the Dean's office 
and, if the faculty member agrees, a copy will be filed in the 
Library and made available to stadents for a period of two years 
after filing. 



Administrative and 

1? 



Academic Regulations 



The adi^inistrative and acadiemic regulations set down in 
Section G of this handbook hava b6en established to assure the 
sound operation of the College. Facul ty ^members are expected 
to follow them. 



\J 
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/ ' S vction E 

FACULTY RKSEAKOil AND PROl'E.S SIGNAL ACTIVITIES 



The Col Lege provides a program of regu lar leaveis of absence 
and encourages and assists faculty research and professional 
activities/ in order to support the professional advancement of 
faculty mmbers and to assist them in ma|cing their own contri- 
butions/to knowledge. . " 



Leaves of Absence ^ 

Sabbatical Leave 

Members ot the faculty on tenure ma^^ be granted sabbatical 
leaves for each *six years of full-time seorvice in tenure rank at 
the. College, Such leaves are not cumulative. Time spent on 
leave of any kind will not be applied in compti4;ing the six years 
necessary to qualify for a sabbatical year, but under certain 
circumstances the College will consider applications for leave 
in cases where this requirement has not been fully met. 

Sabbatical' leaves are granted for an entire academic session 
at up to one-half salary. Requests for a leave of one term at up 
to full salary will be approved only in cases where they do hot 
involve additional replacement ^co^ts ; this me^tns that a ■ replacement 
c'au. be^ secured for only the one semester that the faculty mettiber 
is on leave, " , , ' ^ 

Support received from outside sources will be taken into 
account in determining the salary and fringe benefits to be 
provided by the College. 

Other Leaves 

7^ 

The College encQurages members of- the faulty to seek grants 
from outside sources^ in support of scholarly or ^pro^es&ional 
efforts, and it will at any time consider an application for a 
leave o£ absence necessary , for such axi undertaking. In_SOTie_ca&e§^ 
the College will arrange salary allowances to enable indlvi<i'uals 
to accept such grants. 

Other leaves of absence may be granted at the discretion of 
the Board of Trustees, However, the policy of^the College does 
not allow for leaves -of absence with salary for faculty members 
desiring to complete the requirements for advanced degrees. 



Procedures 



Applications .for leaves should be made to the Dean of the 



College, in writing, no later than November 1 of the year prior 
to the year of the proposed leave. In unusual circumstances this 
condition ma^ be waived. Such application should contain an out- 
line of the program of study, research or professional activity 
proposed by the faculty member. All leaves are voted by the 
Board of Trustees on the recommendation of the President of the 
College. " . ' 

" , General Conditions % 

Grants of leaves of absence are governed by four general 
conditions . 

First, the purpose of the 'leave must offer clear promise of 
improving the professional, scholarly and/or teaching abilities 
of the applicant. ^ 

Second, in order to release a faculty member the College must 
have secured the services of a competent substitute or must be 
assured that the remaining' faculty in the department or departments 
involved will be able to adjust their work to carry the basic 
teaching responsibilities of the individual who is granted leave. 

Third, persofts accepting leaves oE absence with sdlary do so 
in the expectation of returning to the College at the completion 
of their leaves. » . , 

Fourth, \^pon completion of leave of absence faculty members 
are required to submit a report to the Dean of the College detail- 
ing the work done during the leave and the progress made toward . 
the stated goals jf^or which the leaVe was granted. 



Grants 



Faculty Research and Travel Grants 

The Boatd of Trustees annually grants a $1Q,000 fund for 
faculty travel and research which administered by the Faculty 
Committee on- Research and Travel. Fifty percent of the fund is 
allotted for subsidy of faculty research and fifty percent for. 
travel to professional meetings. Full coverage of travel expenses 
to profession^ meetings is limited to officer's of the association 
or to those reading papers at major sessions. » Preference is given 
to research projects which will be directly beneficial to teaching 
or which will be published. 
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Criteria 



Each research grant is considered on its, own^^aerits. However 
the size<^'f the grant awarded any one individual is considered in 
relation to the number of grant applications accepted. ^ 

^\ 

Travel grants are awarded in the following^ priority sequence: 
Those invited to participate in major sessions (full expenses) 
Officers of a professional society or association (full expenses") 
Those reading major papers (full expenses) 

Those reading short submitted papers (full expense '■ * 

Tho^e attending but not participating (half expenses) 

Travel expenses are computed, when feasible", l5n^ a-standard 
rate as follows: 

Transportation: First-class** railroad fare, round-trip from 

Roanoke 

Round- trip air fare,, including limousine 
service 

^ . Round-trip by car at 90 per milB. Mileage 
will be determined by the standard .^AA 
mileage chart from Roanoke, 
Hotel and Meals: $20 per day 
Registration fee: total 
A maximum of $400.00 per individual per trip may be granted. 



Applications 

In applying ;for a research grant one should submit a detailed 
letter describing the project and itemizing the funds needed, 
including a statement of funds available from other sources. 
Travel for the purpose of research should 't^ requested from Re- 
search Grant funds, applying for a travesL grant one should 
complete a Request for Travel Grant fonh'in auplicate. Appli- 
cations should vbd sent to the divisional representative on the 
Faculty Committee, 



Deadlines _ " ^ 

October 20 for research grants for the year and for travei 
grants through February. Applications for travel later in the 
year may also be submitted if definite plans are known. 

January 22 for travel grants for the second term. Additional 
applications for research grants will be corisidered if money is 
still available. . y 
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April I for summer research and travel gr;ants, to be made 
from the budget beginning July l\ Later applications will be 
considered if funds ar^ available. ^ 



Reports on Grants ' ' ^ ' h 

A report of the moijey» spent on travel should be sent to the 
committee chairman upon completion, of the trip. Rdports on tjie^ 
use of research grant fundS are due by the end^of the year. Each 
'report should document all ej^peuditures and any portion of a 
grant that is not expended should be returned to the Research and 
Travel Fund. Permanent equipment -purchased under a research ^rant 
becomes the property of Hollins College. i 



Ford F6^undation Humanities Program Grants 

The Ford Foundation Humanities Program Committee, heWed by 
the Dean of the College, annually appropriates $25,000 for re- 
search, study or travel in the field of the humanities. Members 
of Division I, Division IV and the Department of History are 
eligible for Ford Grants. 

- • .' ■ V 

Criteria ^ 

• si 

Ford Grants are availltble for leaves of absence to faculty 
members not eligible for the College sabbatical progifam, for 
Special stipends for summer and longer term "tesearch '^d study, 
^nd for travel and research^ 



Applications 

Forms from the Dean's office should be filled out and returned 
to the Dean. 



Deadlfaes 

April 1^ for grants for the coming academic year. 

October 20 for additional applications for the. current 
academic year, if funds remain available. ' 



24 



ft 

■ . ■ ■ , .-'/ 

/ 

Reports on Grants / 

" ■ - I 
A complete report should be made t^ the Dean regarding the 

work accomplished by the grdntee, .The Reports should document 

the expenditures. 

College Science Improyement v Program ( COSIP ) 

COSIP grants are available to members of Division II and of 
Division III with the exception of the departments of history and 
education. Faculty members should contact their department heads 
for, detailed information and make application to the Assistant to 
the President . , 



Research Grants from Outside Agencies 

The College seeks in every way"^ to encourage and support 
faculty members in getting research grants from outside agencies 
in cases where the work involved is clearly consistent with the 
College's purposes. From the point of view both of the faculty 
and the administration it is important that sound procedures be 
established and followed in this matter. In this way the admini- 
strative officers of the College may better assist faculty members 
ifi obtaining grants while seeing to it that the interests of the 
College and of the granting agencies are preserved . Most granting 
agencies require such procedures. 

All requests for outside grants should* be directed to the 
President as the responsible officer in dealing with outsid^ 
agencies both governmental and otherwise. Such proposals should 
be presented in draft £orm one month before the due date for sub- 
mission to the grant authority. Only then will the President be 
able to consult the financial officers of the College and, where 
necessary, the persons requesting the grant. 

It should be understood that most grants from outside sources 
are made to the College, not to individual persons. However, the 
individual faculty member, is responsible for following the rules 
-for administration of grants laid down by the- agencies or founda- 
tions leaking such grants* This is especially important with 
regard to the indirect costs incident to such grants. It should . 
be borne in mind that the allowance for indirect costs is not a 
gift, but rather a reimbursement to the College, which faces real,, 
out-of-pocket costs in administering and supporting these projects 
Grant recipients who exceed their direct costs budgets wi^l not* be 
permitted to divert indirect costs allowances to other uses. 
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'^i'^ . Section F 

RETIREMENT PLAN, INSURANCE AND TUITIQN 

^ ' ^ Rollins College provides its faculty a retirement plaji, major 
^ "^^ledical .insurance , group life-insurance, total disability benefits 
insurance and an educational fund tor, faculty, children. The 
Ci^^^iege- has also arranged for faculty on an optional basis a gjfoup^ 
Blu^^CroSs and Blue Shield plan and group accident Insurance. . -^^ 



Retirement * . • 

Retirement Age 

Retirement age for Hollins* faculty? and staff i-s sixty-five. 
Retirement takes place on 30 June next following t'he attainment 
of such retirement age. By Mote of the Board of Trustees an 
extension of ^service beyond the normal retirement age may be made 
J^ia^K' unusual circumstances , but no such extension shall postpone 
retirement beyond the end of the academic year in which age severitj^' 
is attained. ^ o , 

■ ^ . • ' ^. 

TIM and CREF^lAns 

The Hollins^Vetirenient plan is carried through the Teachers* 
Insurance and Annuity Association of America and the College 
Retirement Equities Fund. Every full-time member of the facu4ty * 
is eligvible to participate upon affiliation Vith ^h^ College; 
participation is required beginning wit^ the^our^ year of service . 
Each participant Contributes to the nearest dol-lar'an amount equal, 
to five percent^of his gross monthly salary, and the College con- 
. tributes an equal amo.unt,"' The participant * s. contribution is ' de- 
ducted frbm his monthly salary and forwarded directly with the 
College contribution to TIAA, 

TIAA [3'i;ovides a guarantcLJ fixed dollar annuity at , retiirement . 
CREi*;, a separate corporation administered by TIAA, pr6v3rdes/a 
variable annuity. CREF investments are made primarily in common 
stocks, and the plan functions much like a mutual^ fund; no ^f^cific 
amount is guaranteed at the timp of retirement .or subsequently. 

The CREF retirement, pa5niients are revalued once each year. 
CREF provides the opportunity for growth, although it carries an 
element of risk, wliich is not. the caJse with the TIAA annuity. A' . 
.participant may assign none,'' 25 per^cent, 33 1/3 percent, 50 per- 
cent, or 75 percent of the total monthly premiums to CREF. Most 
participants carry 50 or 75 peAent in CREF, 



26 

F-1 



Each contract is the property- of the individual participant. 
The rights in these coij^racts' are fully vested; all premiu# accu- , 
mul^tiohs, including^f^hose of the,,^ollftge, 'belong to th^ policy- 
holder ea^en if he leaves the emp\py of ^^the College. ' 

The ^^lan includes the, l|^ary o*^*^annui-ty option which of fei:s . 
' some faculfc^y members'. the ojfportunity of reductng their salaries 
now that Styrrent income taxes are deferred until after retire- 
metft; For examf^le: a. professor with ^t-s'aiary of $1,000 monthly 
decides., he can fat^ego $100 of current income each month in order 
to purchase additional annuity benefits. ,He executes an agreement 
with the College, to reduce his salary to' $900 monthly, with the 
College paying the released $100 to his fully vested annuity " 
^contract. The full $100 goes directly to the\ prof essor^s„ annuity 
each month, with no current liability for federal income tax. 

During sabbatical leave of absentee, the College will continue^ 
contributions for one year, providing' the participant does like-, 
wise. If a 'faculty member receives financial. SiUpport from outside 
the College, th4 College's con4:riDution will .bej^adjustTed proportion 
ately. . ^ . " . / 

During 'othyr lagaves of absence,, the College will not no*mally 
continue its coJLfe^i^ution to retiremexit benefits ; 'it is hoped that 
the partrLcipant will arrange to contint^e both kis payments and 
\those of 'the College so that the retirement plan ma,^ be uninter- 
_irvpted. ' .\ . ' 



Social' Security . ' ' . \ 

— " ' ^ 

"^^^ The Cqlleg^. 'mafces a contri^uqion tequir^d by P^ederal ,law to 
"each faculty menifeer ' s. O^d A^e and Survivor's In'&u^anc^ account.' 
Social S,ecurity benefits include not only retirement ^rnqome and ,^ 
medicalte/" bik considerable family income g^d disability insurance 
'.coverage for those under -65. For example:.: the heak of the 
family dies, each dependent .will receiV'e monthly support, uritil'^ 
the 'ag^ of 18, or 21, -if still, in school. ^ '; \^ 



Insurance 



Ma^or '. Medicdl Benefits . Insurance 

^ , %h.e CoTlege'^'t its expense makes' available to .e^^ry full- 

imt faculty member, Major Medical Expense insuranci^ a^i-nistered 
'thro^gh-Tj^AA. . The participant- 1^ expected to provide 'him^^^lf 
with/tKebaW plan such as Blue Cross-Blue Shield, ^or-.another plan 

ceptable to.TIAA. * If the fac^ui ty member has no sudh'plan he 
wiTl^ be required to pay an additional 'premium/ The Cbllege^has 
a ijroup plan with the Blue Cross-Blue Shield, which a faculty 
^member may join. • * 
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Faculty members urged to read*carefully the pamphlet 
isg:ued by the bysine^s office exit^^ed "Major Medical Expense . ^ 
Plan." This gives fMl detTiT^'on coverage and administration. X 
For a small monthly fee the individual may have coverage extended 
to members^of his family, ^ 

During sabbatical leaves of absence the College will continue 
the premiuims on Major;. Medical coverage, atiA the "individual may 
continue'^is dependency coverage if he desii:es. For other types 
of leaves thfe individual may continue his Major Medical policy*^ by- 
payment Qf the full premium. , ' , - ^, 



Group Life - insurance ■ '> ■ . ^ " . 

■ * *The College cariP'ies a life insurance policy for each full- 
. time' faculty member which provides benefits equal to his basic 
annual sala'ry*t6 the next higher multiple of $1,000 if not already 
such a multiple. The amount of coverage will, of course, change 
as'thfe sal-ary changes.' The Colle^ pays the cost of the premium. 
The amount of this insurance is paid upon the death of the in- 
sured; Coverage ceases when the individual leaves the' employ, of 
this College . ' , . 

Coverage will continue when the faculty member is. on sabbati- 
cal Leave of absence, but not on other L^aves>, unless, paid for by 
the insured. / ^ 



Total Disability Plan 

The College at its own expense Imake is available .to every 



full-time faculty member, after one 




covering tatal disability. This provides for-^monthl^^ income 
benefits and a waiver benefit of TiAA-GREF annuity premiums in 
:..aase of disability. Details of the; 
Treasurer's office. 



year's service, a policy 



plan may be secured from 



Tuition Plan for Fjc ulty Children 

The "^College will assist, membe^ of \ the faculty ir^^if^rttrrgf^he 
costs of a college ediication iEor theV c\iil*dren, subject to the 
following confditions . 

f . ? \ \ 

' Grants will be given for t^btendanceX in paur|£s0^ding to 

degrsea at' accredited college oj unlversi\i,es^xTOryar^ 

exceed' four academic years. The children of full^titne members 

of the faculty are eligible The College will pay toward tuition 

either the tuition fee of the coliege attended, or $1,000 which- • 

^ver is the lesser. , 
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A daughter of any full-time member of \the faculty may attend 
Hollins as a day student without charge, if she meets the College 
admission requirements. - . 

Members of the faculty who intend to seek assistance under 
this P'\an should notify the. Treasurer by 31 December of the year 
preceding the need. „ ^ ' n 

■ f ■ ■ ' , 

Optional Insurance 

Other coverages available to^Hollins College staff members 
include group accident insurance and Blue Cross and Blue Shield. 
The Treasurer of the College,; can give complete details on each . of 
these^ plans . . " - a. 



In addition, any faculty member under the TIAA plan may 
participate in any of the various TIAA life insurance programs.'. 
He may write directly 'to TIAA or see the Treasurer for more 
information. Under all of these plans, it is understood that the 
participant is individually responsible for all payments. 
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Section G 
MAJOR ACADEMIC REGULATIONS 



The most important regulations governing academiG' requirements 
as, they beat on the undergraduate of the College are covered in the 
current issue of the Student Handbook , a copy of which is distri- 
buted to all faculty members at the beginning of each academic 
year. In addition, the official description of the curriculum and 
•«f academic ^ministration is contained in the Hollins College 
Bulletin , Cafalogue Issue . It is understood -that faculty members 
will acquaint themselves with these documents and abide by the 
regulations therein. ' ' 

^ A card file of Fsiculty ^Rulings on academic matters is main- 
tained in the Office of the Dean of the College. Thi^ file is 
kept in current condition *and covers the whole range of such 
rulings. Members of the facjulty having /questions on such matters 
mo^ consult that^^file, or the Dean. Where specif ically stated the 
Dean or the Associate Dean for Student Academic Affairs may in ' 
unusiaa^F cases make exceptions to some of these rules. 

The following pages list 'some detailed provisions which are 
of importance to the faculty but are not all included in the 
Student Handbook or the Catalogue. 



Advising and Advanced Placement 



Advising 



' Apademic advising is . carried out by f^cu^ty and administra- 
tive advisers. New students ^re ass"igned by t'he Dean teo selected 
faculty who serve as advisers during the freshman and sophomore 
years', or until the. student selects a major. ^t%en the maj-or is 
. chosen, the chairman of the 'department in which the student 
specializes will, assign her an adviser in the department. Norinallyj 
the assigned department adviser will contini^te in that d^pacity 
untilxthe student graduates. " 

> * ■ \ ' 

Advanced Placement • * 

^ ' . , 

A department ^may, at its discretion, grant college credit for 
an advanced placement course when a score\of 3, 4, or 5 has-been 
achieved oh the College Board Advanced Placement Test.. Departments 
may also require an^ additional exai&tsnation before grar\,ting such 
^cijedit . . 5 ) ' . 

Upon recommendation of the department within which the work 
has ieen cjone , ^ any student successfully Submitting an Advance4 * 
tlac€:i5[ient examination for .credit may also be exempt from the College 
distiUbution requirement in that area. ^ 
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A department may giv^ academic credit far a course for :^hick 
there'is no parallel in this curriculum in the ligRtof: 



1. The performance of the student on ^he examination; 

2. The content and quality of the examination; 

3. The standards and curriculum of the department; and 

4. The quality of the work required for the degree. 



. Registration 

A schedule of class meetings is listed in the current cata- 
logue, and in the class index, a copy of which is given to each 
faculty member and student before the beginning of each semester. • 
Changes in^ schedule from the hour^ or places listed in the index 
shall be arranged with the Registrar. 

At the beginning of the^.term, each faculty member receives a 
grade Qard for each studeQt enrolled in his classes. At the end 
of the term he reports student grades, on these cards. 

the normal student course load is four 4-credlt courses per 
term. Students may take from 14 to' 18 credits per term. Dean's, 
permission will be required for a student to take fewer than 14 
or more than 18 credits, 



Adding and Dropping Courses 



/ 



No student may add or drop a course without written permission 
to the Registrar from the student's adviser, or from the D^n. 

* No course may be added to a student's schedule af-t.er tYt^ 
second week of regular study in any semester. The Dean allow 
exc^epfeions to this-rule for special^reasons . " <. 

If a student drops a course after the^ end of the first four 
^eks of regular study in any semester, she will receive" the grade 
"F" in-that course.' The Dean may allow .exceptions to. this rule 
*for special reasons, v 

' Auditing ' * ^ 

.A student must obtain the permission of t*he instructor in any 
course she attends ds auditor. Audited pours es will bie notdd on 
transcripts , only if the studentL^gisters for the .course during 
the ^^first two weeks of a semester, and if the instructor notifies 
-the Registrar at the end of the semester that such auditing con- 
tinueci throughout the semester. 
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Hyphenated Courses 

Students who fail ^the first semester of a hyphenated course 
(see Courses of Instruction in the Catalogue) are not usually 
permitted to register for the second semester. A few departments 
have exceptions to this rule. 

Summe r School Work 

■ ' «^ ' '^ . . ' ■ 

Limitations on summer school work: no more summer school 
work than the equivalent of one 12-week term may be counted on 
the degree. Interpretation of the above is 16 credits, not the 
18 permitted per term. .r 

Regulations for Academic Work 

In class work, quizzes, and papers as well as in examinations, 
, students are expected to govern themselves according to the Honor 
System. Instructors should not accept written work from students 
unless it has been completed according to Student Government 
Association Regulations. Any, questions of violation of regulations 
should be brought to the attention of the student concerned, who 
shall report'herself-to the Chairman of Honor Court. Further 
details on the ^onor System may be found in the Student Handbook . 

Course Preparation ^ 

' ^Students are expected to spend, on the average, two hours of 
preparation per week for each hotir 'of course credit. Thus a 
course giving three semester hours, credit should require six4 
. hours per week of preparation. But in laboratory courses giving 
four hours' credit, where the laboratory work itself is counted 
as one hour's credit, average students shall be expected to per- 
form only six hours of outside preparation. No work for at course 
(including term papers, independent studies, and seminars )^^^shall - 
be submitted later than the end of the last class on the last 
teaching day of a term. Faculty may not grant students permission 
to fj-nish their work at any later time. Exceptions to this rule 
may be made by the Dean, . ' 

r " ■ " ' ' ^■ 

Absence from Class ' t 

Students are expected to meet promptly at the ^^de'sign^'fel' 
class time. If ' th^ instructor is late, students i^ his cl^ss are 
expected to wait for 20 minutes past the time sche'duled for the 
beginning for "the class. When an instructor is Uriable to me'6t 
his class, he must notify his department chairman? so that the 
class can be cancelled. 
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students have full responsibility for making up work missed 
as the result of absence. When the absence is unexcused the in- 
structor is under no obligation to assist a student in making up 
work. * . 

No student who is absent from all elates more than four 
weeks may reenter classes without the permission of the Dean. The 
Dean in such c^ses shall consult with the instructor^ concerned, 
and only in exceptional cases will the student be allowed to parry 
a full program of courses. 

Course Evaluation 

There should be some college-wide, practice of evaluation dur- 
ing each course. To this end it is felt' that a study in the form 
of a questionnaire (where tfiere is a class of sufficient size) or 
colloquy (in the c^se of smaller classes) should take place about 
three quarters of the 'way through the term, ^fliere an evaluation 
form is used, the students suggest there be a discussion of the 
resulting information. «> 

Special Equipment ^ 

« 

Faculty members who wish to use special equipment in their 
classes should consult the Registrar in advance so that suitable 
room assignments may* be made. 

From -time to time, a department may need to borrow furnishings 
and/or equipment belonging to another department for class use or 
for use by an outside speaker. In Such cases, the cl:\airman of the 
department needing the property should clear the loan with the head 
of the department which owns it. Once the loan is agreed on, the 
moving arrangements 'wi 11 be carried out by the Assistant Stiperin- 
tendent of Buildings and Grounds. 



Tests and Examinations 
Student Government Regulations \. 

T ^ • : . , .'^^ ^ ' ' 

Faculty should examine the S tude 'v^^: : Handbook^ in order to be 
f^iliar vith Student Governmtent Regufations on tests and examina- 
tions. Students are required by the Honor System to^ abide by 
these regulations. ^ 

Tegt^s . " 

The\date of a test must be given to a class at least one week 
in advanced 

If a student.' s absence from an announced written test is un- 
excused, she receives an F without the privilege of making it up. 
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If her abseape is excused by the Associate Dean for Student Academic 
Affairs, she%ay request permission from the instructor to make up 
the written. 

A student who feels that she is unduly burdened by written 
tests should be referred to the Associate Dean*^ for Student. Academic , 
Affairs, v/ho will arbitrate the matter. 

The instructor should normally be on hand at the beginning 
and end of a written test or examination. 

Examinations ^ ^ , 

It is expected that at the -end of each course there will be -a 
final e^xamination not exceeding three hours given at a time sched- 
uled by the Registrar. Exceptions td this occur ojily if ane of the 
following- conditions prevails: ' ^ . 

(1) A major term paper has been assigned. 

(2) >A major final report (in a seminar or independent work) 

is considered to replace the examination. 

' (3) A take-rout examination is given by the instructor. In 

. • this ca^.e: 

• * 

(a) ' * The examination shall not b^ given out to .:\ 

students before the beginning of the examina- 
tion period; 

(b) The examination shall occupy not more than 
three hours* time to complete; 

(c) It . shall ordinarily be t*aken at the scheduled 
; I- ' hour", 



(d) It shall be. due no later than the conclusion 
of the scheduled examination period or earlier 
than the time scheduled foi; it by the Registrar; 
and • - ^ 

(e) '^The -take-out examination should not require 

preparation on the student *s part in excess 

of that normally expected for a three-hour ' 

examination. 

(4) An examination taken under the independent'^ examination 

system under regulations outlined in the Student Handbook . 
Instructions regarding faculty responsibility under this , 
system are made available prior to each exam period. 
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•Exatnination Schedule 

The Registrar shall make the examination sebeduie- avail able 
to both faculty arid students at least six weeks in advance. 
Faculty members may not give students^ permission to alter their 
examination schedules ; changes in these schedules may be secured 
by the students according to the procedure ^iven in the Stude'nt 
Handbook . 

cr 

Examination Grades ^ 

The grade on the final examination, in those courses. in which 
a final examination is given, shall not count less than 257o nor 
more than 607o of the term grade. 

Re -examinations 

Re-examinations for students given a semester grade of E shal 
be held not later than the registration week of the second semester 
following the one in which the grade was given. The ^date of such 
re -examinations shall be determined jointly by the instructor con- 
cerned and the Registrar, and advisement of the date set given the 
student at least one month in advanb^ . Seniors with a second^ 
semester E shall be re-examined at a time ' determined by the Dean, 
who shall consult with the instructor and student involved. 

iBlue Books ' ' * — — — ~" 

Examinations should be written in the blue books available to 
the students^ io the Bookstore, or. on forms submitted by the in- 
structor. During the examination, blue books may not be taken 
from an examination room under penalty of re-eifmiination or failure 

Copies of Examinations . 

- , ' 

Faculty shall send copies of all final examinations td be 
fileB in tfte Dearf* s Offipe, and, if the 'faculty membdr desires, in 
the Library to be available to sfcudents in later years7 • \ . 

/ ■ 

Grading System , ^ 

Letter Grades and Their Meanings 

A Conspicuous excellence in scholarship and learning at-the 
undergraduate level. ' s ' ^ , 

' B Competence in the attributes of scholarship; for example, 
in sustained and effective use of materials o^--the--eotrrse 
in independent thinking, in accuracy of knowledge, and 
originality. The grades of B+ and B- may be used if de- 
sirtid by the instructor. 
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- The minimum or acceptable standard of work for graduation. 
It involves attainment of familiarity with the content 

of the Qipurse, methods o'f study, and participation in 
the work of the class. The grades of C+ and C- may be ^ 
use*d if desired by the instructor. 

- WorK which is passing but is below standard. It shows 
achievement of sufficient quality and quantity to be 
counted for graduation if balanced by ai)Ove-aveirage work 

. in other courses,' The grades. of> EH- and D- may be u^ed 
^3^f desiredVby the - instructor . 

- Condi^Qjaal/ failure. A condition may be removed" by ex- 
aminationyor otherwise, on* the recommendation of the 
instrudt^. T-tje grade of E becomes D on t<he record if 
the coySition is successfully removed. The grade .of E 

^^becdnt^ F i'f, (1) >Ke student elects not to take the re- 
examination, or other>acceptable method of removing the ^ 
\pnditiQii,_(2) the student fails, the re-examination, or 
other acceptable method of remaving the condition, or if 
(3>N;he student has not removed the condition by the be- 
^gi^in^^f the second semester following the. session in 
which th^ E was incurred. Note : This grade may be used 
only for the Classes of 1971 and 1972 . 

Failure without ptiSxilege of re-examin^tion. This grade , 
will bT^r^corded on thestudent ' s permanent record,, and 
the number of hours f aile^k^mist be included in the total 
'^^number of hours for which a CN4verage must be achieved 
^b^j::^ graduation. ^ 

Incompl^^. Given f or^ work which for good reasoii has not 
been complied at the close of the semester. An incom- 
plete must be made up within the fiirst thirty academic 
days of the semester following thatKn which it is in- 
curred. If the work is not made ufl within that ^eriodi 
the grade of F shall be recorded oil the student's record. 
Work in Physical Education is an exception to this rule 
and shall be arranged at the discretion of the Chairman 
of that department. The Dean, in ^onsultatfon-with the 
instriictor concerned, may make emetgency exceptions to , 
the thirty day rule, Oaj,y 'in' rare^ circumstances will 
the grade of Ir^complete be granted!. 

There are only three valid reasons^ for an Incomplete. 
First, a medical excuse given by the college doctor; 
second, a personal emergency; third, academic conditions 
beyond the control of the student or the faculty member 
involved ' (e .g. , equipment breakdown) . 

No Incomplete will- be given wi^tliout the approval of the 
instructor and the Office of the Dean. The Incomplete 
will be granted only upon the student ' s writt;en appli - 
cation to the Dean. The student must first clear with 
her instructor her intent to apply for the Incomplete; 
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Automatic C This grade is given for some pourses.at Hollins 
and for work satisfactorily completed at other insti- 
tutions. At Hollins, the grade is given for shorthand, 
typing, advanced physical education, and participation 
in choir. No more than 13 semester hours credit; may be 
awarded to any student in automatic € courses taken at 
Hollins. There is rlo limit to the number of transfer 
credits of automatic C which a student may acquire. 
(Hollins Abroad credits are considered transfer credits 
in the interpretation of this paragraph.) 

Pass/Fail'-- A" student is allowed to take as many as four 
courses on a pass/fail basis under the following con- 
ditions : . 

* (1) Mo Icnore than one pass/ fail course may be taken in 

- . ^ a single term; 

(2) The pass/fail course must lie outside the major, 
field; and 

(3) The student must declare the pass/fai 1 option at 
the time of registration of the course, and she 

► mu^t confirm it oh the first day of class. 

If an upperclass student has finished (or is finishing 
during the term in question) all major' requirements, she 
may take a course in the major field, with the approval 
of her major ^professor and department chaiojap^^nder 
the pass/fa^.1 option. It is understood t>ia't the \5axiradm 
allowable number of pass/fail options is still f our^-cTourses . 

Letter Grades and ' Their Merit Point Values 

A = 4 merit point.s 

B-i-),. , ■ 

) , 
B ) = 3 merit points j 

) ■ ' . , ■ ■ ^ 

. B-) . ■ 



2 tnerit points 



m-) " , ' . 

D ) = 1 merit po~int 

) ■ 
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F = ^0 m^rit points 
I « incomplete 



Reporting of G redes 



Mid-Term Grades 




Faculty are required to rep,ort to the Registrar, before t' 
middle of the fall term, the grades of any freshmen or transfer 
students who are doing failing, or near-failing work* ... The Registr 
shall, in the first two weeks of the term, notify the faculty of 
the exact date when such reports ^re due. Such reports should be 
made on mid-term grade cards, which are available in the Registrar' 
office. 

Faculty are requested to report to the Registrar, before the"^ 
middle of any term, the grades of any students doing failing, or 
near*- failing work. 

TeriTf Grades 

Ordinarily, a grade is given at the end of each term. for each 
course. This grade is recorded on the student 'y^Sfi^rmanent record. 
However, year or "session" grades may be giveniin cakrses numbered 
451, 452, 393, 394, 232; in a seminar; and f or Isenior* pro j ec ts in 
which the work is of an individual nature and . i^s^ contBouous through 
out the year. ^ 

Term gra'cles whether complete or incomip|ete, should be reported 
to the Registrar on the class cards which the instructor receives 
at the^beginaing of each semester. These reports should be handed 
to the Registrar within three days of the last examination, ex- 
cluding. Sunday. ' The Registrar may request that the faculty report 
the^grades of "graduating . seniors and honor students more promptly. 

'')&.ll. term 4nd session grades afe announced to, the student 
ttlrough the Registrar's Office. Students ar^ allowed to enclose a- 
atimped, self-a^lr&secf .postcard, It^r stamped^ self -addressed en-^ ; 
i,^;iope with a ^c^ard in it, in their examination- books. The faculty 
will record ar^ty grades requested on such cards and mail them< to the 
student^. Faculty should not issue final grades to students by any 
other procedure. • 

Instructors giving failing grades in the firs^t semester of a 
hyphenated course in which the second semester has the first as a 
prerequisite (see Courses of Instruction in the Catalogue), should 
note on the grade card that the student may not register for the 
second semester of the course. 
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Grade Changes 



Requests from instructors for changes in grades may be approved 
or disallowed by the Academic Policy Committee without the need for 
subsequent referrral to the faculty fx>r action. 

Withdrawal 

If ^' student is found by Honor Court, to be guilty of cheating 
in a course, the student will be withdrawn (WD on transcript) from 
the course unless there is reason to believe that such action is 
•inequitable. * ^ ^ 

Unsatisfactory Grades . ^ 

Faculty may report at any time to the Dean the name of any 
student doing unsatisfactory work. The student concerned will then 
be notified by the Registrar. Cards for reporting unsatisfactory 
work are available from the Registrar. 



Majors , Courses and Course Requirements 

Information on these subjects may be found irt the current 
catalogue. The section headed "Requirements for the Bachelor of 
Arts Degree" is of special importance. 

Majors • 

A student must declare her major by the end of her sophomore 
year^atid^^y declare it at an earlier time. The declaration of 
a major musTii-a:icg the signatur'e of the student's academic adviser 
and the adviser ,i^^^e major department, both of whom must approi^e 
the initially proposed major program. The College recognizes only 
one major per studentji: Hqwever, if a student fulfills tilie** require- 
ments for two majors, that fact shall be noted on her transcript. 

College Mai or ' ^ 

The college maj.Qr fotuses the work of the sttident upon an idea, 
issue or problem dealt with in two or 'jnore disciplines. The courses 
required for the completion of this major^,will be selected in ,the 
light of a clearly defined interdisciplinary purpose. Procedures: 

(1). In order tb be eligible to pursue a college major 
a student must have achieved a B average (3.0 or 
above) in the term prior to the declaration of the 
major and C+ "^cumulat^ve average (2.50 or above) 
in all of her course work for the three terms immedi- 
ately preceding the declaration of the major. This 
major must be declared no later than the close of ^ 
the first term of the junior year. 
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(2) The central theme of the college majolr-A^a^the 
'courses related thereto mi^st be arranged with 
the advice and approval of at least two, major 
advisers from different departments. Both the 
theme of the major and the program of courses 
must be approved by the Dean of the College. 
Any changes in the program of courses must have 
the approval of the major advisers and the Dean. 

(3) Af least eight courses ^bcxv>e the first level and 
^ the composition of an acceptable thesis must be 

required for the completion of ^a college major. 

^ '(4) The student^s transcript of record shall ?read: 
"College la^jor: (followed by-a statement of 
the focus'of the major)/' 

Independent Study 



No 

any semester 



student xsJSy^ take more than 4 hours of independent study in 
ster. Exceptions to this i^rule may be made by the Dean-. 



Each department is required to draw up a list of standards 
and regulations for independent study in its own particular field. 
Instructors of independent study courses should consult these lists 
as to the kind and ^ount of work re^quired, and the procedures for* 
evaluating the work. * '* ' 

Summer Reading , ' © ^ ^ 

[ A sophomore 9,r junior with an overall C Average, and a B 

average in the department in which she wishes to work,, may, with 
the permission of the chairm^ of that department , and of tlTe Dean, 
pursue a course of suikner reading leading to an examination, or the 
handing in of a papery in*the fall. ^ If the ^examinatiDn and/or 
paper thus produced is judged satisfactory by the depaiTtment con- 
cernedy the student may ^receive two semester hours of credit. 
(Freshmen witfi an overall average of B are also eli|ible for this 
pr,6gram.5 ^ * /"''I 

Hytfienated Courses " b 

• -^libse courses -which are hyphenated in the catalogue (e.g,\. 
History 401-402) give £o credit until the full year's work is com- 
"pleted. If the first semester j.s failed, fhe student in most cases, 
cannot take the second semesjfer until the first has Been made up. 
If the first semester is passed, and the second failed, no credit 
will be given for the first semester until the second is made up. 
If the grade of E is given in the first semester, and the grade of 
C or better in ^t^e second, credit may be given . for ^ the entire course, 
at ii\\e dlscretionof the indtructor, who-^must notify the Registrar. 
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Honots 



Eligibility fdr ' Honors Work K 



f StfucJ^ents whpi at the ecid of f ive/ 12-.week terms, haye a cipu- 
lativ'e merit poirrt average of 3^.0 in their total coll'ege wor.k/and 
cumulative merit ppint average of 3,3 in their itiajor, are^ligi- 
ble to apply 'f^f de.partmental honors work. 



. ^ .With the approval of the department concerned, a Student may 
apply to the faculty thtough "^the Academic Policy Coramitte^ f or an 
exception to the merit point r,^jt;io requirement, \ 



O 



Honor S tp^^nfe-s- -—-^^ *. . 

Students who have averaged 3.40 or more merit points in tHe, 
pre^iou^ tentfr are^onsidered Hc^i^^^tudents . 



Academic 'Probation 

Students who make. below certain merit point averages at the 
end of any semester, must be excluded from the^ Coll^^e or placed 
on, probation. These averages are: for Freshmen, "1.80; for 
Sophomores, 1>90; for Juniors, 2.00. Those students who may be 
placed on probation are*^ thpse^ who fail two or more courses in one 
'^semester and Jihose who, at the end of any semester , . have a cumu- * 
l^tive average Lower than the probationary r^tio give'n above.; 

The Dean circulates ^to thle faculty at the beginning of each 
semester a list of the. students on probation, 

. ■ - ' ' ' r A « 

Any, student, who, at the end of her freshman year, Ls' on pro- 
bation*, sihail have her casiAreviewed iDy the De^n, who shall consult 
with the student's ins true tor^\and adviser. If th'or^ean concludes 
that the student cknnot be e^xpec^d to me^t the demands of college 
work, he shall ask the student tl^withdraw from the' College, 



Any post-freshman who has been on prpbati/on £br two sticcessive 
semesters shall Hi a ve her case reviewed by .the'^ean who sh'all con- 
diult with 'fehe stufHent's advise^ and instructors^ as necessary,^ Ex- 
cept in up-UsuarT'c^cumstances, such a studeat will be asked .to 
withdr aw ^f|rorti College , ' > . ^ " • 



Removal of Probation - - r - - / 

l^ormally, psutnmer school work cannot count toward;^the removal 
*6f academic pmbation, ' . > 
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Waiving of Regulations on Graduation 

* A subcotnmittee of the Academic Policy Commit'tee* deals with 
requests for waiving of the regulations governing graduation.. 
The pracedure is the following: 

(1) Presentation "by department (every student has 

a right to ask this); . 

(2) Reviei/^nd recoinmendation by Academic* Pol^l^cy^ 
' * SubcoTr^\ttee on Student Academic Affairs; 

(3) Action by AcademicNiPolJ^cy , including recom- ^ 
mendation concerning ^fase ; and 

(4) Faculty ac 

Each cassis to be judged on its own -merits, 




* Suspension of Students 

No' acddemtc work missed by suspended students may bessmade. up 
at Hollins/Cfollege during the period of suspea:SiOn. - AKl^al: 
'caused by ^su^pensioo shall be considered 'unexcused absend^g.* 



5.enc e s 



^ Courses- dropped or not cotrtbleted Uy a suspended stm^nt are^ 
'recorded on her record in thie Registrar's Office without grade 
penalty , 

Making Up Work 

If a student be suspended fori a ^^ative ly short time, she 
should consult her instructor wLthl/ref>ard ):o his estimate .of her 
chances of passing the course with the missed" work valued at. zero. 
, Should the ►instructor advise that^ in his jiadgmeht the course can- 
ilot be passed, and she concurs, she fall& (inder rule #2. Should 
she wish to work o^n the course, against the 
structor, she will be treated as any other; 



judgment of the inT 
student, but with the 



missed work vf^lued as zero, and the established evaluatic<Q^f ^ the 
remaining papers, quizzes, and other work jcomplited, for her on t!he 
same basis as 'for the othep students, 

(The faculty vot^ed to present a resolii^^tion to Honor Court 
that Hollins College considers matters of te^mporary s^spensioa* 
contrary to the best interest of aca'detnic advancement and that. 
Honor Court abandon such a practice.) ^' 
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Short Term 

Incomplet.e Work 

A student mua^make arrangements with her instructor and' the 
Dean for the removal of a short term Incomplete. In effect, there . 
isNnoytfif f erence between the procedures of finishing short term 
IncotSipletes and Incompletes during the two long terms. 

Failure . ' 

> 

A student who fails her. short term will be placed on academic 
probation for the followi^ng 12-week term. Her short term failure, 
must be made up by the first day of class Of the following September 

C . 

Summer Short Term Work 

»■ 

All short term work Ss normally done during the scheduled short 
terra. A student may'for academically conlpeJ.ling teasons petition - 
/the Academic Policy Committee to (be'' allowed to do' a short term topic 
'during the summer. - • ' " . 

Freshmen Short, ^ Terra Wo^rk * ■ 

Freshmen are required to . conduct their short terra pA)jec.ts on 
campus or as a part "of Hollins faculty-directed off-campus group 
program. Only the Shor^ Term Committee, may. w^iVe this requirement 
in a specif tc case. . > 

n ■ . • 

Topics " . . *■ . 

Short tern! topics *Tau£?'t be. chosen in .consult'ation with major- 
advisers. : ' . 



Collt)quium . ' , 

The Committee on Colloquium and Short"" Terra approves the collo- 
quia and colloquia descriptions in the Catalogue.^ i 



ERIC 



If substantially tke same collpquium is offered more than twice 
within any four year period', approval of the f^aculty must be secured 
,^s in the case of a^y new course. . ' 

Field Trips 

r 

Approval * ^ . 

The Dean must approve any field trip, whetheaTTatcen by a class 
or by an organization, which causes students to be absent from 
classes. An instructor sponsoring such a trip must announce the 
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date to the group concerned, and fill out and submit to the.Dean 
the field trip form available In the Dean^s Office, at leastVfen 
days in advance of the trip. . «> 

Students do not need permission from each q£ their instructors 
in order to attend approved field trips, nor do instructors need 
permission of other instructors in order to take students on ap- 
proved trips. However, students are ^expected to ih^rm their 
instructors when they will be absent on field trips. \when per- 
mission is needed to change laboratory settions or similar engage- 
ments, students shall see the appropriate instructors at l^ast one 
week in advance of going on the- trip. As many o'f the £l:€i|^ trips 
a's possible should be scheduled for vacation periods. \ 

■ ^ ' 

The Associate Dean' for Student^eademi.c Affairs will post a , 
notice on the bulletin board in front of Main Building giving for 
e'ach compulsory- field trip the dates and hours of departure aM 
retti^ and the names of students who are to participate. ■ 

Types of Field Trips , . 

(1) ^Those that are directly related te'^the work of a 
given class. 



(2) Those that are related -to class work and also 
involve active ^participation by the students 
(e.g., trips to forums, conferences, sports 
days and concerts) . 

(3) Those which are -not directly, related to class 
work but in which students actively^ participate, 
as a public service (e,g., trips U)y the choir, 
choral club and dance group to appear on pro- 

> grams ^of colleges, an^ '.radio and television 
stations) . 



more than .twice in a 



One field trip in any of these categories Us allowed in each 
t;^erm for an academic course and one per year foy an organization. 

instructor may arrange two. field trips pdr term for students 
in^ course, provided that this will not oblige any student to be 
absent more than once from the same class^^-^o^labAratory . . No stu- 
dent tnay be required t^o go on a fie^jd^g^p which will necessitate 
her absence from class in a si^^ 
s eme s t e f: . 

Costs of^" Field Trips 

The. costs of most field trips are borne by the \students in- 
volved. However, some academic departments have a small budget 
fof* transportation on field trips. Such costs should tm kept to 
a minimum. A ^mall sum of special scholarship money \s available 
for students unable to meet these costs. 
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College E^^change 



Credit • ' 

full program at the host inst/Ltution "is -recognized as a full 
program at the home institution ev^n^ if the credits or courses in- 
volved ^re less or more than might Ordinarily be the case at the 
home institution. ' 

Grading \ , 

Grades given by the host institution are accepted and recorded 
at the home institution at their face value. On the perma^nent re- 
dbrd suqh w^rk is preceded by a statement indicating that the work 
was taken al^: another college under the exchange program. Pass/ 
fail options apply only if the home institution recognizes them. 

Academic Regulations . ^ 

The academio rules and r,egulations of the host institution 
shall or^dinarily apply to a student studying under, this program. 

Qourse Approval 

A student's program must be approved by the home institution, 
and no changes in that program may be made without the hdtne insti- 
tution's approval., The host institution, by accepting thfe student, 
assures the student enrollment in the coursers in his approved 
program. , 

Students on this exchange program are considered fully en- 
rolled at their home institution and may not be' counted as. part 
of the student body of the host institution. ^ 




\ 
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^ Section H 

FACILITIES AND SERVICES FOR FACULTY 

College Housing . ' / 

The College has limited housing a^ai labl^—opr'tt^ campus for 
reital by faculty members. It is unde^tood that those whp occupy 
caiapus housing do so at the convenience of the Col'lege. Campus 
li::e is enriched and enlivened by the presence of faculty members 
ank their families, who are expected to fcontribute both to the 
educational program and the general life of the Col lege . Applica- 
tion for campus housing should be made to the Assistant to the 
President, Those who rent are expected to abide by the "Terms of 
Agreement for College Housing" to be signed before moving in. 

5 Maintenance ' 

7 " 

The College supplies general maintaiaance, repairs ^and replace 
mentg which arise frotn normal use of co],tege property and equipment. 
All requests for maintenance service must be m^de in writing- on 
service request^ forms available in eithet ,the Business Office or 
the Post Office lobby-. ^ 



Athletic Fajbilities for Faculty Use 

. The College gymnasiumj indoor swimming pool and tennis courts 
are open to faculty at specified times throughout the academic year 
and during the summer. Faculty should consult the chairman of. the 
Department of Health and Physical Education for the specific times 
and regulations regarding these facilities. , The outdoor swimming 
pool, located at the Hollins Co llegl*- Apartments, is cjpen from earlj 
May through September. A nomin^l^^ f ee of $10 for an individual, 
$15 per couple, and $20 for a family,,, is charged to cover costs of 
cleaning, maintenance and replacing eq\^ipment. This should be paid 
to the Business Office. ' - 

Golf and bowling are available to faculty members off-campus 
at the Ole Monterey Gtelf Club and at th^ North 11 Bowling Lanes. 
See the Chairman of the Department of Health and Physical Edueation 
yfor locations and fees at these facilities. 

\ Secretarial Services 

Divisrpnal Secretaries 

Each academic division is assigned secretarial asa,istance to 
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■type examinations, course material, departmental correspondence, 
and do other such college business. Each department chairman 
determines the ways iri^ which the time allotted to his department 
will be used. \ 

■ - 

Secretarial Services Office 

This staff is available for preparing materials relating to 
of f Icial .'college^usiness and class work. When time and facilities 
permit, it wll]/ also assist faculty members in the preparation of 
scholarly or/prof esslonal work, and work arising from situations in' 
which facility members are officers of ptofessional or learned soci- 
eties. Ho>7ever, college business always has priority. The office 
does not undertake personal secretarial services although the 
secretaries may be willing to do such work outside office hours. 

Faculty departments and administrative offices which have 
secretaries on their staffs are, requested to type all material to 
be presented to tfie Secretarial Services Office offset masters, 
duplicator masters, forms, et*c-. Material to be typed by Secretarial 
Services should be submitted in legible form (prefera'bly typed) 
one week before the date on which it is required. 

Each administrative office and each faculty departmental and 
divisional office is assigned a member of the Secretarial Services 
staff to perform back-up secretarial functions for the regularly 
assigned secretaries* They work directly with the staff of their-, 
assigned officesand departments^ Wherever possible secretarial 
work should be channeled through the faculty department secretary, 
who will transmit if to her Secretarial Services counterpart. 

Here are the assignments: 



Mrs . Blanche ButerbauRh 



Offices of the President, the Assistant 
to the Pre^sident, the Dean, the Associate 
.Deans, the Registrar, the Admission 
Director,^ the Financial Aid Director 
and the Science Division . 



Mrs. Louise Live ly 



Off fees of the Chaplain, the' College 
Physician, the Humanities except the 
.Classics and Philosophy anS Religion, 
the Fine -Arts Division, Hollins Abroad 
and Modern Languages, the. Library, 
Ph y s i c a 1 E due a t i o n , the S ymp o s i um , t h e 
Critic and the Irish Studies Newsletter. 



Mrs. Barbara Meador 



The Social Sciences Division, Classics , 
Philosophy and Religion, Development, 
Aiurnnae Relations, Information & Public- 
ations, Mailing Services, Treasurer's 
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\ Office, Business Office, Cashier* s 
Office, Buildings and Grounds, and 
the Bookshisp, 

DictatioD by faculty members on dictabelts will be transcribed 
by Secretarial Services as soon as possible after presentation. 
Correspondence will have priority ov<^r manuscripts, articles, etc. 

Duplicator master sheets (purple) should be submitted typed 
three days in advance of the date required. Offset masters (blacks- 
should be submitted typed at least one week in advance of the date 
required. . * " ' 

A work form, available in the Secretarial Services Office, 
must be submitted with each work order. Letterheads, forms and 
cards are usually printed during the summer months. Orders for 
this type of work are taken in March. 



^ Duplicating Machines 

Xerox Machines 

There are .two Xerox machines in tlie Secretarial Services 
Office: . ' . 

2400 - for one to four copies. 
3600 - for five or more copies. 

Cost - 5c each for first three Copies of any single item. 
30 each for copies foqt through ten. 
IC each for copies eleven and above. 

Work is charged to the appropriate departmental or personal 
account, €l , 

Ditto Machine 

A ditto machine is available at all times in Bradley Hall. 

Photo-copy Machines 

Library 'basement - a coin-operated photo-copier at lOc each 

copy. 

Mail Room - Available to faculty only at 5c a copy. 



Studenty Assistants 

Departmental chairmen, and fefhe Director of Student Aid and 
Career Planning hanl^le request&sfor>s^fdent assistants, and faculty 
should discuss their\needs for assistance with their departmental 
chairman. 




Scholarship students .are gi^^n preference for on-campus jobs. 
However,' when a special skill or aiailirty is required, it is possi- 
ble to employ a student who does not have demonstrated financial 
need. Additional Federal Work-Study funds make possible employment 
of a few students during vacation periods for an eight-hour day,/ 
five-day work week, as well as ten hours per week -during the regular 
coUege year. A student will not be paid for more than ten hours 
per week (roughly forty hours per month) when college is in session 
without specific and advance approval from the Director of Student 
Aid and Career Planning. 




Employment sheets are sent. to the faculty or staff direfpor 
and to the supervisor (the department or divisional secretary 
authorized to sign the work record). Each secre tary is responsible 
fp^^aintaining the record of work done by students in her division 
The hours worked are reported on a daily basis to 
end of the month she totals all hours and amounts 
e morning of the 1st of each month she turns in t*he 
original and one copy of the work form to the Director of Student 
Aid and Career Planning who reviews and approves each one, and 
submits them to the Business Office for payment. The Director^.* 
retains the copy and passes the original on 'to the Business Office 
as .authorization to pay. The secretary retains one copy for her 
file to maintain a continuing record of expenditures under the 
departmental project student work budget. 

For the first' term of the academic year, the pay rates vary 
ftom $1.45 to $1.60 per hour for students paid on an hourly basis. 
As Of February 1, 1971, the base rate will be raised to $1,^0, per 
hour. Students must register in the Student Aid Office before 
employment in order to receive payment from- the Business Office- 



Mail Service 



A branch United States Post Office is located- on the ground 
floor of Botetourt Hall. Outgoing official college mail should' 
be dispatched through the Mail Room in the basement of Main ■ 
Building. The Mail Room postage meter seals envelopes automati- 
cally, a service available tq faculty making official ma*ilings. 

JIail leaves the campus at 11 a.m., 3 p.m. and 5 p.m. dAily, 
Monda^ through Friday. Mail to be metered in^the Mail Room must 
be deposited there by 10'/40 a.m., 2:10 p.m. and 4:40 p.m. Unless 
mail is* received before 4:40 p.m., posting on the same day cannot 
be guaranteed. Since the CoiLlege Post Office closes at 3 p.m., 
large mailings which are to be metered, should be deposited in the 
mail room not later than 2:40. ' , 

Official mailings of over two hundred items may be sent out 
under the College's bulk rate permit at a considerable saving. 
Such mailings should be scheduled in advance with the Mail Room 
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staff and delivered to them early in the day. In large mailings, 
foreign and air mail should be separated and designated as such. 

Registered, certified and insured mail can be metered for \ 
postage, but must first be taken to the Post Office for an pf filial 
receipt. Faculty are requested not to have their mail forwarded 
to them through the Mail Room unless they 'are willing to .be charged 
standard rates. The College does not pay for this service. 

The Mail Room provides slots for the receipt of di.fferent 
classes of mail. It will speed the mail if faculty members will 
sort their outgoing mail according to the established classifi- 
cations, 

On-campus mail, addressed by name and department is distri- 
buted in the departmental boxes in the front of the Post Office 
lobby. Since most official college mail is sent by this means, 
it is important that faculty members check their departmental 
boxds daily. If campus mail deposited in the Mail Room is to be 
metered, this should be desig'nated. Otherwise, it will be sent 
through the regular campus mail procedure. 

On-campus mail for students may be deposited in a letter box 
for dormitory mail located at the rear of thf Post Office lobby. 
Such mail should be addressed by nam6 and dormitory room number. 
Mail deposited before 5 p.m. will be delivered to the dormitories 
by dinnertime, 



Medical Services and Infirmary 

The Infirmary is in the charge of the College doctor and reg- 
istered nurses. The doctor holds office hours, on weekdays^for 
students and is available to students for emergencies at other 
hours. 

Because of limitations of space and sfaff , faculty members or 
other employees of the College cannot be cared for except in emer- 
gencies. The nurses during regular office hours will see any 
faculty member who wishes to consult briefly, and will prescribe 
for minor difficulties such as colds. Names of Roanoke doctors 
are available in"-the Infirmary for patients for whcm treatment by, 
a doctor is considered a^ivi sable. 



The Infirmary will administer most injections necessary for 
travel abroad. Arrangements, should be made for this diaring the 
physician's regular office hours. The> charge for each immuni- 
zation will depend on the cost of^the material used. 



Each member of the Faculty 
record ,in the Infirmary either a 
negative chest X-ray examination 



md Staff is requested to have on 
negative tuberculin test or a 
no less than three years old. 



50 

11-5 



Package Delivery 



Roanoke retail -stores and United Parcel deliver packages to 
the Laundromat located behind West Building. Railway Express . 
delivers to the landing behind the Post Office. Faculty members 
receiving packages will be notified by inter-office mail, and may 
pick up packages between 8:30 a.m. and 5 p.m. weekdays. 



Publicity and Publications 

% " — — 

The Office of Information and Publications, located in the 
basement of Main Building, maintains an up-to-date file of faculty 
biographizes and pictures for publicity use, and the News Director 
will assist faculty members with projects which require publicity. 
Faculty members should keep the office informed o£ their publica- 
tions, speeches and other newsworthy activities . The Director of 
Information and Publications, or the Publications Assistant, will 
assist faculty members in producing posters, flyers or other pub- 
lications; all College publications are coordinated in this office. 



Discouat Purchasing 

The Business Office has made arrangements with several local 
stores and suppliers to obtain discounts on purchases of certain 
household furnishings and automobile accessories. Details may be 
obtained from the Business Office. 



* ^ College Automobile " 

The College owns an automobile for college business use only. 
Tlie vehicle should be reserved for use ahead of time in the Business 
Office which will make a charge of 9 «cents per mile against depart- 
mejital budgets.. 
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Section I 



MISCELLANEOUS 



Monthly Calendar 

r At the end of each month the Coordinator of Special Events 
" - • 

distributes a printed calendar of all scheduled extracurricular 
actjLvities for the coming month. As this calendar goes to ptess 
somewhat earlier, it is necessary that plans be -final by the 15th 
of the mqnth preceding the month in which the event is scheduled. 



Extracurricular Events and Speakers 



Faculty or studeftti^who wish to schedule events should con- 
sult, the College calendar'^^lj^pk in the office of the Coordinator 
of Special "Events and make application for time and space on 
printed forms available there . ^Events may be entered in the cal- 
endar book only by the CoordinatorVand « only after they haA^e been 

^onrsidered and approved by the Dean of the College- and the Joint 
Committee, on the Exjiracurriculum, a committee composed of repre- 
sentatives from the student body, the faculty and the administra- 
tion, set up to superviise and allocate times and spaces for 
extracurricular »activities , When events conflict, the Committee 
decides the issue or makes recommendations to the President for a 
decision. In cases where groups are to arrive by bus or in autor 

'mobiles in sufficient number to raise parking problems, the Busi- 
ness Office should be notified. 



Principal meeting rooms and their seating capacij^ies^are 
listed below: 





Seating 






Space 


Capacity 




Notes 


Little Theatre 


800 


See 


the Chairman of the > 






Dept 


, of Drama and Dance 


Babcock Auditorium 


200 






Bradley. Hall 


200 






Senior Assembly, Chapel 


100 


See 


the Chaplain 


Chapel Social Room 


25 


See 


the Chap lain -Maximum 60 


Chapel Seminar Room 


12 


See 


the Chaplain 


Meditation Chapel 


50 


See 


the *Chapiain 


Library, McVitty Room 


25 


See 


the Librarian 


Library, Board Room 


. 22 


See 


the Librarian 


Main 106 


15 


See 


Director of Admission 



Dormitory Living Ropms : 



Main Drawing Room 
West Building 



60 Maximum 125 

35 plus floor 
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Randolph Hall 20 

East Building 20 

Turner.- Hall .^.,.15- 

Carvin House - '^'1' 12 

Sandusky ' 8 

Tinker House Oval Room 25 



plus floor 
plus f^oor^ 
-pf^TloS^ 
plus floor 
plus floor 
plus floor 



\ Guest Suite 

A guest suite is maintained on campus for visitors to the 
College.. Reservations for the use of this apartment ' should be 
made . in the office of the Coordinator of Specistl Events, There is 
no charge for guests of the College; a fee of $10 per night is made 
for personal guests* 



Bookshop 

The Bookshop is located in the basement of Botetourt Hall 
acr;pss from the Post Office, Faculty members receive a 207o dis- 
cbd^t on Bookshop itemtfi and a 10% discoiint on textbooks. Each 
semester, letters and^^^te^xtbook order forms are sent to all faculty 
requesting orders for the following terns. To be assured of re- 
ceiving textbooks in time for classes, / faculty are requested to 
return their orders bj the deadline stated in the letter . 

The Bookshop can supply rental jj/egalia necessary for the three 
requifed convocations of the year, if notified early • New faculty 
are asked to place their requests with the Bookshop immediately 
upon appointment. 



" Library 

The collection of the Fishburn Library number some 115,000 
books and bound periodicals ,. spoken records, and microfilm. It is 
a selective depository for U.S. Government publications, receiving 
automatically some 500 different publications of the various federal 
depiartments and agencies. The facilities of the Library, including 
interlibrary lo^n^ are, of course, available to- faculty members. 

While nff^specific due dates are assigned to materials charged 
O'iit by faculty members, it is expected that they will return them 
as soon as they have served the purpose for which they were borrowed 
The Library reserves the right tp recall materials charged to member 
.of the faculty after a reasonable period of time and upon need of 
other faculty members or students, and will generally make an annual 
recall of all materials- that have been charged to the same teacher . 
for a year or more. Any faculty member leaving the campus for an 
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extended period' of time should return all materials borrowed from 
the Library before leaving. 

3 * • 

Jfilh^^-.it is anticipated that specific readings in library books 
will be assigned to a group of students, the books Containing these 
readings should be placed on reserve -in the Library. This will 
limit their use by individual students to two hour periods or over- 
night, and insure that all will have a chance to complete the 
assignments,' Lists of reserve books should, if possible, be sub- 
mitted tp the Circulation Department at least two'weeks before the 
beginning of the . semester in 'which use is anticipated. Care should , 
% be takei) not to .^make assignments requiring the use of materials the 
. |l.ibrary does not ^have , and to make provision for multiple copies of 
materials which will be used by large numbers of students. 

; ' Book ordering procedures and the allocation of budgeted funds 
for library book purchases vary from department to department. Any 
faculty member should, however, feel free to suggest the purchase 
of any materials which would strengthen the collection. 

• ■ 
Dining Uoom 

Guests of the College are given dining privileges in the Dining 
Room. Tickets for their meals may be secured from the Coordinator 
of Special Events, Faculty members may purchase meal tickets at the 
Cashier' s Of flee in the basement of the Administration Building. 



Automobile Registration 

Faculty members should register their cars with the Security 
Office where they will receive Hollins parking permit stickers, to 
' be affixed to the rear bumper for easy identification by campus 
security officers in their enforcement of reserved parking areas 
for faculty. ^ » . 

Faculty Newsletter 

The Faculty Newsletter is published and distributed each 
Thursday to members of the faculty by the Office of the Dean of the 
College. Items should be limited to one typewritten page i^n length, 
and left in the Dean's office bj noon on Thursday. Longer items can 
be duplicated elsewhere and attached to the Newsletter.. 



Convocations 

The opening of the College, Found^er's DaV^ arid Commencemeftt are 
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requireld convocations for alj faculty members; Regalia for these 
events'' ina:y be rented ^ throttg^t^ , the* Bookshop . 't ' . 



, Offices and Hours 



All oflfl^es fexc^p.t^hose npte/ hete are open 8:30 a.m. - 5 



p.m., Monday tpTroiJ^gh ^Friday. 
Offices and Hours f 
Beauty Shop: • 

Bookshop : 

Associate Dean 

for Student Life : 



Dining Room: 



Fishburn Library: 



Hollins College 
«PQSt Office: 




Infirmary: 

College. Physician: 
i,aunid r oma tY\^ 
Presser Hall: 



Mon. -- Fri. N 8:30 a:m. to' 5:00 {|ffe. 
Sat. 9<^0 a.m., to 12:00 ridbn 



Mon. -~ Fri. 
Mon. * Fri, 



StaO 'a.m. to ^:00 



.m. 



8:30 a.m. to 12:00'" noon 
1:00 p.m.^ .to 5:00 p.m. » 



Moci. Fri. ,1^ 7^:30 a.m. tq"9:15 A.m. 
\ 11:30 a.m. to .1:15; p. TTi. 

; " 5:00 p.m. 'to 6:30 p.m. 



Sat . Sun. 




8:00 a.m. to 9:00 a.m. 
1.1:30 a.m. to 1:15 p-m. 
5:00 p.m.^ to 6:30 p.m. 

8:00 a^m. to 11:00 {?.m'. 
8:30 a^m. to ll:00^-f?Cm: 
9:00 a^m. to '11:0;^ p.m. 



9:00 a.m. to 3:00 p.m. 
10:00 a.m. to 12:00 noon 



Window: 
Mon. Fri. 
Sat. 

Mail CoUected: 
Mon. --.Fri. ' 6:15; 8:15^; 11:30 a.m. 

3:30; 5:00; 8:30 p.m. 
Sun. 6c Holidays 3:00 p.m. 



Mon. -- Fri. 8:f00 a,m. to 8 

^at. , 9:00 a.m. to 5 

Sun. 10; OO a.m.: to 2 

6:00 p.m. to 8 



00 p.m. 
00 p.m.. 
OO p.m. 
00^ p.m. 



Mon. - Fri. 9:00 a.ifi. to. 12:30 p.m. 

T \ - 

Daily ' 8:30 a.m. to 1:00 a..m. 

^ Daily ^* , jr:0\j[ a.m. to 11:00 p.m: 




(V Snlfek Bar : . Mon. 

■ Counter Service: * Sat. 
Machine Service; Daily 



Fri. ' 11:30 a.m. to 7:'00 p.m. 

12:00 noon to 2:30 p.m. 
7:00 a.m. to 1:00 a.m. 



Social Rooms: ^ Dail/ 

student Activities 'Office : Daily 
Switcht)oard: Daily 



7:00^^a.m. to 1:00 a.m. 
9:00, a.m. to- 10:00 p.m. 
7:30 a.m. to 11:30 p.m. 
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safety Motor Transit - City Bus 

\ -'it- 
Leaves Roanoke 

for HoXlins' . " . . . 

Campbell Ave. at.^^ 
Miller & Rhoads , . ' 



'Leaves Hollins 
for Roanoke . 

From duPont 
" Chapel Lot 



Monday through Saturday - No Sunday Service 



*6:30;'a.Tn: 
8:30 a.m.* 



" 7:05 a.m. 
9:10 a.m. 



12:30 p.m. 1:05 'p.m. . ^ 

2:30 p.m. " V ' 3:05 p.m. 

4:00 p.m. . ■ , 4:35 p.m. * 

5:20 p.m. ^ 5:55 p;m. 

*Does not come onto College grounds - s,tops at Entrance GatTfe. 



Greyhound Bus 

Leaves Roanoke 
for Hollins 

44 Bullitt Avenue, 'S. E. 

6 :45 a.m. 
10:00 a.m. 
12:00. a.m. • 



Leaves Hollins (All Greyhound buses 
for Roanoke , must ,be'--boarded at 
highway stop in 
front of College) ^ 

6:45 a.m. 
10:15 a.m. 



4:45 p.m. 

^:15 p.m. 

7:05 p.m. 

9:15 p.m. 



2:40 p.m. 
4:25 p.m..' 
7:20 p.m. 



Leaves Hollins for Lexington , Staunton , Harrigburg , Washington 

7::'05 a.m. • - 
12:20 p.m. ' - 

^ «5:00 p.m. , . . . 

^' 7:20 p.m. ^ . 

. 9:35 p.m. ' ^ ^ . 



Leaves Hollies for Clifton Forge, Covington 

ia;20 a.m. ' . ' ' ' 

5:35 P'T^i' 
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